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POLI CE COMVUNI CATI ONS SUPERVI SOR

(Pronotional Cl ass)

DI STI NGUI SHI NG FEATURES OF THE CLASS

Thi s cl ass enconpasses supervisory and adm ni strative positions
in the communications division of the police departnent, the
maj or duties of which include supervising all personnel assigned
to operate dispatching equi pnment and seeing that such personne

receive required training, perform ng adm nistrative duties such
as handl i ng conpl ai nts concerni ng di spat chi ng, maki ng
recomendat i ons for changes i n procedure, recomendi ng purchases
of equipnent and supplies, and performng clerical and
mai nt enance duties. Enployees of this class may also perform
di spatchi ng duties assigned to | ower | evel classes. The police
conmuni cations supervisor works wth a high degree of
i ndependence. He/she receives instructions from and has work
reviewed by a police l|line officer assigned to oversee
conmuni cati ons center operations.

EXAMPLES OF WORK

Exanples listed below are illustrative only. They are not
intended to include all duties which nmay be assigned. neither
are they intended to exclude other duties which may be | ogqical
assignnents to this class.

Perforns supervisory duties such as assigning work or duty
areas, reviewing witten reports of subordinates, providing
techni cal assi stance to subordi nates, keepi ng personnel records,
resolving enployee conplaints and grievances, reconmmendi ng
di sci pline of subordi nates when required;

Sees that all dispatching personnel receive necessary formal and
on-the-job training;, personally conducts both formal and
on-the-job training; prepares material for use in training;
participates in any training sponsored by the departnent in
comruni cati ons or rel ated areas;

Handl es conplaints fromthe public; makes recomendati ons for
changes in procedure; distributes information concerning
depart nent policies and procedures and al | current
adm ni strative changes;

Prepares and subm ts divisional operating budget; purchases or
recomends purchase of equi pnent and supplies;

Revi ews correspondence rel ated to division operations and takes
appropriate action; provides for and insures that accurate
division records are nmaintained, compiles reports from
information contained in | ogs and records kept;
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Notifies repair crew or supervisor of any malfunctioning
equi pnment ; supervi ses the general care and use of assigned
equi pnment; inspects equi pment on a regul ar basis to assure that
it is in proper operating condition;

Perfornms dispatching duties assigned to |lower |evel classes;
Perforns rel ated duties as assigned.

QUALI FI CATI ON REQUI REMENTS

Unl ess otherw se specified, all requirenents |listed bel ow nust

be net by the filing deadline for application for adm ssion to
t he exam nati on.

Must neet all requirenments of the Municipal Fire and Police
Civil Service Law, including being a citizen of the United
St at es.

Must possess a valid driver’s license

Must be a regul ar and pernmanent enpl oyee in good standing in the
class of Police Communications O ficer Il for at |least two (2)
years. (Time to be counted from date of confirmation in that
class.)
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